Emneth and Southery Academy
HANDWRITING POLICY 
Mission statement: It is our aim for our school to become outstanding in all areas. In order to achieve this, everyone involved in school works towards our vision: ‘for all Pupils to fulfil their potential by discovering a love of learning, while being provided with chances to broaden their outlooks.’ By sharing good practice and using the progressive guidance developed by our staff to ensure consistency of approach and secure good progress for all.
Definition and Rationale:
Handwriting is a taught skill and it is important that staff are seen to put a high value on teaching and sustaining good handwriting. We believe that pupils’ self-esteem and pride in their work can be raised by good quality presentation. Our aim in this policy is to teach pupils correct letter formation, joining and good handwriting habits, so that they can write fluently and legibly and, in Key stage 2, begin to develop a distinctive style.

Handwriting is a movement skill which most people are able to do quite easily.  If not, then specific movement training is necessary.  With adults, the movements of your hand when writing, are firmly established in your movement memory because you have made them so often.  This is why pupils need to practise handwriting movements correctly and often. 

The first handwriting lessons are vital and most importantly, we must teach upils to form the letters of the alphabet with the correct sequence of strokes from the beginning.  Pupils who have been allowed to invent their own ways of forming letters will often find it harder to develop a fluent style. The longer they are allowed to persist, the harder it will be for them to change.  Unless bad habits are ‘unlearned’ (often at great pains as muscle memory sets in very quickly and is hard to change) it will be impossible for them to learn a fluent, joined, neat handwriting style that doesn’t make their hand ache!
This policy is one of our English policies and we seek to make links across the subject. In

particular pupils are encouraged to practise spellings using clear letter formation and a joined hand. (See Spelling policy.)

Objectives:

Our Pupils will:


· Experience coherence and continuity in learning and teaching across the School (including liaison with our onsite and nearby Nursery Schools).
· Develop a recognition and appreciation of pattern and line. 

· Understand the importance of clear and neat presentation in order to communicate meaning clearly.
· Take pride in the presentation of their work and therefore study handwriting with a sense of enjoyment and achievement.

· Be supported in developing correct spelling quickly through a linked multi-sensory approach to handwriting and spelling.
· Be able to write quickly to aid expressing themselves creatively and imaginatively across the whole curriculum and for a range of purposes.
· Use their skills with confidence in real life situations.
· Learn letter shapes and names using a cursive style, by the end of Reception.
· Develop a fluent, joined handwriting style by the end of Year Two.
· Develop a neat, fluent and individual handwriting style by the end of Year 5. 

Knowledge, Skills and Understanding

In all classes, the basic Nelson Handwriting script is used to teach letters, using the cursive style to enable neat and fluent joining as appropriate.  The Little Wandle phonic scheme is used throughout the academy and will be used to direct pupils about starting points for each letter and a phrase to help them to know the direction of writing each one.  A daily handwriting session should be planned in each class.  Regular pattern work is also necessary to maintain neat writing.  Handwriting books should be used daily for pupils up to Year 4, for handwriting practice, but a minimum of 3 times a week, at the teachers’ discretion after that, for Y5 and 6, normal lined books can be used. 
During and by the end of the Foundation Stage:

· Engage in a range of pre-writing activities to improve fine motor control to include: 

using mark making tools with confidence and enjoyment, develop a recognition of pattern, develop a language to talk about shapes and movements (ie up, down, around, flick, back, forward, etc), to increase stamina for concentrated finer motor movements and control.
· Learn to write from left to right and to work from top to bottom of a page

· Use a pencil, and hold it effectively to form recognisable letters (with joining flicks/serifs), which are correctly formed

· Learn the main handwriting movement involved in the three basic handwriting letter shapes, ‘c’, ‘r’ and ‘l’

· Continue to learn letters names and sounds in ‘shape families’:

· ‘curly caterpillar letters (waves on the seashore movement!): c a d e g o q f s 

· ‘long ladder letters’ (tall or up/down movement) : l i j t u y

· ‘one-armed robot letters’ (use the basic ‘r’ shape first): r b h k m n p 

· ‘zig-zag letters’ (diagonal strokes): v w x z 

· Begin to join letters as they are taught as blends/digraphs, through the spelling/handwriting scheme and use these in their writing

· Take pride in their writing and presentation, sitting letters on a line as appropriate, and using the school conventions of date and title for some pieces of work (extend this during the summer term)
· Understand the use of a capital letter for the start of a sentence/name, and use a full stop to end a sentence

By the end of Year One:

· Write all letters, correctly formed and orientated, using a comfortable and efficient pencil grip

· Show clear ascenders and descenders appropriately, and begin to have a consistent size to handwriting, sitting letters appropriately on a line
· Distinguish between upper and lower case letters and use them correctly most of the time

· Write with spaces between words accurately

· Use the spacebar and keyboard to type their name and simple texts

· Build up a greater range of joins as taught through the spelling/handwriting scheme and use these appropriately in their writing

· Use capital letters and full stops correctly in formation of sentences

· Begin to experiment with other punctuation

By the end of Year Two:

· Write legibly, using upper and lower-case letters appropriately and correct spacing within and between words

· Show consistent size in handwriting

· Form and use the four basic handwriting joins correctly
· Word process short narrative and non-narrative texts

· Use a greater range of punctuation, accurately; ? ! ,

· Understand and experiment with bullet points and other ‘text’ features, such as numbering

Key Stage 2:

· Continue through the handwriting scheme, practicing, revising and using joins appropriately

· Use different forms of handwriting for different purposes (eg print for labeling maps or diagrams, a clear, neat hand for finished presented work, a faster script for note-taking)

· Use a variety of ways to present writing, using ICT as necessary/appropriate, using patterns and borders to enhance work

· Use a full range of punctuation in written work, appropriately

· Develop a neat, fluent joined style of handwriting and use this for all work in school
· Take pride in presenting work and take remedial action as necessary to improve their work

Any pupil who has not progressed through the minimum expectations as outlined above by the end of the year, will need to continue from the relevant point, the following year. However, it would suggest that extra input may be needed to ensure continued progress, and further advice should be sought from the English subject lead or the SENDCO.  Equally, pupils who achieve the objectives for their year group should naturally move on to the next phase, regardless of their age.
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Joins should be crisp and clear and slightly diagonal, following a similar angle for all joins.  It is imperative, that all Pupils start and finish each letter in the correct place for joining to be successful.  

The first join:  ‘from bottom to top’ (ie - at, il, ab)

The second join: ‘from bottom to middle’ (ie - an, in, mi)

The third join:  ‘from middle to middle’ (ie - on, fo, ) 
The fourth join: ‘ from middle to top’ (ie from o to l)

In joined handwriting, these letters change shape:

f f    (NB a letter f has an ascender and descender)    k   k        r   r

Never join after these letters:

b   g  j  p  q  s  x  y  z

Never join to a letter ‘z’

Teaching and Organisation

· We seek to fulfil the requirements of the National Curriculum and EYFS Curriculum.

· Handwriting is taught daily, as a class/group lesson in all year groups. This is linked closely to the teaching of phonics through the Little Wandle scheme.  Teachers and staff will use resources from Little Wandle, and selected schemes, which may include (limited) photocopied sheets, interactive whiteboard graphics and text books in EYFS, KS1 and KS2.

· During lessons we ensure that pupils sit, position their paper/book and hold their writing implement correctly using their other hand to hold their work firmly. Chair height is checked to ensure it is correct, and that pupils are not stooping over their work or reaching up too high.
It is important that pupils are observed closely during the lesson to ensure that letter formation is correct. For pupils who are still forming some letters incorrectly in KS2 this close observation and subsequent correction and modelling is vital.

· In addition to specific handwriting lessons pupils are expected to apply their learning in their exercise books and to show care for the presentation of their work (see Presentation section). 
· It is important for teachers to set a good example to pupils by modelling good handwriting, using the school style, when writing on the board, IWB or when marking pupils’ books.

· Pupils are expected to show care for their work and books, present their work with care, date work, underline where necessary and not make any marks on the covers.

· Teachers and adults should provide oral feedback to pupils (at the time of writing where possible) about their handwriting.  Pupils are encouraged to self assess and set their own targets.  

· Handwriting is formally assessed at key points during the year (at least once a term) and the outcomes used to plan the next steps.

Presentation Guidance

School presentation conventions should be taught and followed to provide consistency and progression through the school.  This will enable pupils to make smooth transitions from one class to another and build on their previous work.  It will also mean that staff can work in any class and have confidence in promoting our school presentation expectations.

Year R:  
· Mark making using a variety of materials and surfaces.  
· Begin to use lines for letter practising and writing development.  
· The date should be written for the child by an adult, or stamped on, until the summer term, when Pupils should be taught and encouraged to write their own date on English work.
Year 1 and 2:  
· All pupils should be expected to write the date in full on English work, and the number date on other work.  A line should be left free after the date.

· A title (which may be the ‘composite’ element from plans) should also be included, which the pupils should be taught, and practice given, to underline and a line left free underneath.   
· Errors should be crossed out using a single line.  Erasers should be saved for work that will be displayed, used very sparingly and not routine.

· Wide lined exercise books and handwriting lines should be provided and large squared books for maths. Worksheets should be limited to essential or initial topics so that pupils get opportunities to present their own work, use bullet points, draw tables etc, progressively as they move to the end of Key Stage 1. 

Year 3 – 6: All points as for Year 1 and 2, plus: 

· Underline sub-headings where used

· Use a range of organizational techniques, such as bullet points

· Use the margin correctly – do not allow pupils’ work to wander across the page; the margin is a starting point. 

· Use an editing pen, for first drafts, improvements and marking own errors.  A final draft should be encouraged when stamina is appropriate and be re-written. 

· Learning partners should be used regularly to help pupils to edit and spot their own errors.

· Work should regularly be displayed and a real purpose/context for work given, such as posters to aid behaviour around school, School Council notices, Inspirational messages, Poems, Shared stories, School anthologies, Letters (to appropriate recipients) etc.

Handwriting Materials

A range of writing materials is available in the early years and activities enable pupils to physically feel the shapes of the letters and the way they are formed, eg drawing shapes in sand, finger painting, using large brushes with water on outside walls. 

Pencil grips are used selectively for pupils who are experiencing difficulty with hand control and triangular pencils are available in the early stages. Pencils should be used for all work in key stage 1 and for most of the work up to the end of year 3, although there may be occasions when pupils, who are beginning to join letters correctly and with some fluency, may wish to use a pen (provided by school) for presentation work. Pupils can earn their ‘pen license from Year 2 onwards by demonstrating consistently neat, correctly formed handwriting.
Pencils should continue to be used throughout the school for notes, drafting, all maths work, diagrams, charts and maps. Pupils should be encouraged to always write with a sharp pencil and cross through errors with a single line (an eraser should only be used for work that is to be displayed – as a last resort!).  A variety of pens/felt-tips etc should be available in all classes for display/graphic work.
Encouraging Good Handwriting

The following guidance may be useful in diagnostic assessment of pupil attainment.

1. Position at the desk/table, height of chair and table in relation to body size.

2. Position of paper to body: right handers, over to the right, left handers to the left.

Slanting the paper can help fluency, use of a writing mat can help remedy problems here.

3. Grip: most pupils should use a conventional tripod grip, but other holds are possible. Check also tightness or floppiness of grip.  This may need correction if not efficient.  Pencil grips are available to help finger positioning. Finger exercises can help poor grip or pencil pressure.
4. Letter formation: should follow conventional direction – watch pupils writing, model this to help correction.  Resources are available from SENDCO to remedy problems.
5. Spacing between words: a letter space is usually sufficient (or a finger space for

beginning writers).

6. Slant of letters: notice whether this is roughly in the same direction and make consistent if not.
7. Position of letters on line: check that mid-zone letters and correct parts of letters are sitting

on the line. Ascenders and descenders should be clear. 
8. Size of writing: appropriateness – this will vary according to task but should be consistent.
9. Proportion in letters – ie middle part of each letter should be the same height, plus any ascenders/descenders should be same length and protrude out beyond the height of the ‘middle’ letters.
10. Orientation difficulties (e.g. mirror writing) – must be pointed out to the child in a sensitive way – see if the child can notice when you ask about their writing.
11. Problems associated with left-handedness. Staff should be aware of the need to provide

particular guidance to left-handed pupils in relation to their pencil-grip, positioning of themselves and their paper and where necessary resources should be adapted accordingly. (Take care NOT to sit a left- hander on the right of a right-hander!)  Look out for good left hand writers to help model if you are a right-handed teacher. 
12. Ensure older primary pupils can maintain legibility at speed – seek further help from SENCO or English subject lead if necessary. 
NB: If a pupils’ writing is neat, correctly formed and used a fluent jointed style, it does not have to follow the detailed notes on which/how letters are joined.  As soon as a pupil shows the flair of their individual style, this should be encouraged.  If a pupil is struggling with neat or correct handwriting by the start of Key stage 2, they should be taken back to the basic style promoted in this policy. 
Inclusion and the Learning Environment 

· We recognise that pupils identified as having SEND will often have an IEP target specifically relating to handwriting. These pupils will receive additional support in the form of resources and TA / teacher support and will be subject to additional half-termly reviews of progress. 
· Left-handed pupils may need further guidance: pencils should not be held too close to the point as this can interrupt pupils’ line of vision; pupils may need extra space to their left, left to right exercises may help pupils with correct orientation of letters and writing direction.  
· In all classes, there should be a variety of writing implements, pencils and sharpeners, pens (as appropriate), guidelines for use with plain paper.  A model of the agreed handwriting style, plus the joins used should be displayed in all classes. 

· The growth in the use of ICT for word processing and desktop publishing has highlighted the importance of presentation and variety of styles/fonts available.  Pupils should be encouraged to evaluate and select what is appropriate for the purpose.  Where beneficial, pupils should be given the opportunity of using ICT rather than handwriting a piece of work for presentation, however, the need for continued practice of traditional handwriting remains, to help pupils thinking through a task.
· Handwriting practice should always be relevant to pupils and where possible link to spelling and other topics being studied at the time. 

Tips for using the Interactive Whiteboard

· Make sure you regularly calibrate the interactive whiteboard, as appropriate.

· Change the thickness of the pen regularly – a thinner line can be neater but not as easy to see from a distance.

· Be aware of the legibility of different coloured pens, ie red cannot be seen as well from a distance.
· Use a different colour than white for the back ground of the Interactive Whiteboard
· Stand to the side of the board so that the pupils can see you writing.

· Explore resources available and model handwriting on ‘handwriting lines’, normal lines and on squared paper from time to time.  
· Let the pupils use it to demonstrate good handwriting – if they get it right, you can change it into text! 

Monitoring and Evaluation

Each class teacher should monitor the standards in their class and share this regularly with the rest of the staff.  The English subject leader will monitor the teaching and learning of handwriting throughout the school, with the leadership team. This is done through regular work sampling, analysis of assessment pieces and lesson observations. 
However, termly work sampling of writing, is done with all teaching staff for moderation purposes and to illustrate progression.  
Feedback from this monitoring is used to inform staff of any necessary developments in order to raise standards.  
Monitoring is scrutinized by the Academy Council and The Eastern Multi-academy Trust, regional director.
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